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I. Disclaimers 

This document presents a look-ahead at the MyTravel Quick Start Guide for Travelers as we expect it to 

ŀǇǇŜŀǊ ǿƘŜƴ aȅ¢ǊŀǾŜƭΩǎ ƴŜǿ ά¢ǊŀǾŜƭ !ƭƭƻǿŀƴŎŜǎέ ό¢!ύ ƳƻŘǳƭŜ ƛǎ Ŧǳƭƭȅ ƛƴǘŜƎǊŀǘŜŘ ŀƴŘ ƭŀǳƴŎƘŜŘΦ ¢ƘŜ 

function of this document is to allow you to become familiar with the major system functionality changes 

well in advance of the actual release. Please bear in mind several very important facts as they pertain to the 

new TA module: 

1. It substantially simplifies and improves the expense report creation process. For this reason, 

although changes could happen anywhere, for now you should focus your attention on Sections 

III.C.2 and IV.2. 

2. Its projected launch date is in the Sep-Dec 2022 timeframe, but that is definitely an estimate, not a 

promise. The new TA module will be launched after it is passes all internal testing processes. 

3. It is a work in progress. You can absolutely expect this document to change as the module is 

tweaked during the testing process. 

4. With those disclaimers fully explained and in effect, we hereby offer you this look-ahead Quick 

Start Guide for Travelers. 
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II. Introduction 

This guide provides key information for Travelers who use MyTravel to create and submit their official travel 

documents. You can also find a wealth of information in the available user guides and demonstrations that 

the contractor created. If you are using an online version of this guide, selecting the links in it takes you 

directly to other helpfǳƭ ǊŜǎƻǳǊŎŜǎΣ ǘƘƻǳƎƘ ƛŦ ƴŜŜŘŜŘΣ ȅƻǳΩƭƭ ŦƛƴŘ ǘƘŜ ŀǇǇƭƛŎŀōƭŜ ¦w[ǎ ŀǘ ǘƘŜ ǾŜǊȅ ŜƴŘ ƻŦ ǘƘƛǎ 

guide. 

Note: For best results, always use the Chrome browser to access MyTravel. 

As you go thǊƻǳƎƘ ǘƘƛǎ ƎǳƛŘŜΣ ȅƻǳΩƭƭ ǎŜŜ ŜƭŜƳŜƴǘǎ ǘƘŀǘ ŀǊŜ ŎƻƳƳƻƴ ǘƻ Ƴŀƴȅ ǎŎǊŜŜƴǎΦ ! ǎŜƭŜŎǘƛƻƴ ƻŦ ǘƘƻǎŜ 

common items is in Table 1. Please note also that some selectable items appear on every MyTravel screen 

that do not appear in this guide. We highly encourage exploration and experimentation with these items. 

Table 1: Commonly Selectable Options 

Item ¦ǎŜ Lǘ ¢ƻ Χ 

Chevrons (v, ̂ , >, <) Expand or collapse options 

Sorted By Reorder your search results 

Question mark See the definition of a term 

Show, Hide *Self-explanatory 

Print, Email *Self-explanatory 

Add, Edit, Remove *Self-explanatory 

Comments *Self-explanatory 

*Though some explanations appear where needed in subsequent tables. 

Also, certain functions explained in this guide are dependent on your travel conditions. MyTravel may hide 

or inactivate options that the Joint Travel Regulations (JTR) does not allow. For example, if you use 

commercial lodging, selecting a Meals Available option results in no change to your per diem allowance. 

 

  

https://www.concurtraining.com/en-us/pr/get-started
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III. Pre-Travel Activities 

As soon as your account is available, log onto MyTravel to finish setting up your travel profile. To start 

setting up your travel profile, go to the top right corner of the MyTravel home screen (Figure 1), and select 

Profile in the upper right corner (Figure 1, indicator #1), then Profile Settings (Figure 1, indicator #2) on the 

drop-down menu. The profile menu (Figure 2) opens. 

 

Figure 1: MyTravel Home Screen (Access Profile Settings) 

 

Figure 2: Profile Options 

While you should review your entire profile and update anything that is missing or incorrect, the following 

three items are of key interest. Updating them makes using the system easier, so you should update them 

first. (List numbers equate to indicator numbers on Figure 2.) 

  

1 

2 

3 

1 
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1. Personal Information: In addition to the usual profile information (name, contact information, 

travel preferences, etc.), there are two steps you should take immediately: 

1.1. Register and verify 1-3 email addresses. MyTravel only accepts documents (e.g., receipts) 

emailed from verified email addresses. 

1.2. Add your Government Travel Charge Card (GTCC) number and expiration date. Doing so allows 

the system to make reservations and receive transaction information from the card vendor. 

2. Personal Car: Entering information for at least one vehicle allows you to claim and receive payment 

for POV mileage. 

3. E-Receipt Activation: Activating e-receipts lets MyTravel place vendor-provided electronic receipts 

directly into your expense report, when you create it. 

You should review and update your profile at regular intervals, as well as when prompted by the system or 

directed by Component policy. 

See the MyTravel Supplements on Profile Updates and Receipts for much more information about those 

topics.  

  

https://media.defense.gov/2022/May/12/2002995775/-1/-1/0/MYTRAVELSUPPLEMENT1.PDF
https://media.defense.gov/2022/May/12/2002995771/-1/-1/0/MYTRAVELSUPPLEMENT4.PDF
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IV. Create and Submit Trip Request 

bŜȄǘΣ ƭŜǘΩǎ ƭƻƻƪ ŀǘ Ƙƻǿ ȅƻǳ ŎǊŜŀǘŜ ȅƻǳǊ ŦƛǊǎǘ aȅ¢ǊŀǾŜƭ ŘƻŎǳƳŜƴǘ ς the trip request ς and submit it for 

approval. The first step is to decide whether you can use MyTravel to support your trip, or whether you 

should be using DTS. The scope of trip types MyTravel supports will regularly increase as the system evolves, 

but a decision tool called the TravelBot (Figure 3) is available to help. It asks you a few questions that 

determine whether MyTravel is able to support your trip. 

 

Figure 3: TravelBot (First Question) 

¶ The first question takes you straight to MyTravel if you need to create an expense report to make a 
claim for official travel in the local area. 

¶ hǘƘŜǊǿƛǎŜΣ ȅƻǳΩƭƭ ǎŜŜ ŀ ǎŜǊƛŜǎ ƻŦ ǉǳŜǎǘƛƻƴǎΦ LŦ ǘƘŜ ŀƴǎǿŜǊǎ ǘƻ ǘƘƻǎŜ ǉǳŜǎǘƛƻƴǎ ƛƴŘƛŎŀǘŜ ǘƘŀǘ MyTravel 
supports your trip profile, selecting Continue after the last question opens the MyTravel home screen. 
For more information about that screen, see the MyTravel Supplement on Home Page Features. 

¶ If MyTravel does not support your trip, selecting Continue at any time sends you to DTS. 

Note: You only need to use the TravelBot once per trip. After you know MyTravel can support your travel, 

you can use the direct link to access the system, without going through the TravelBot again. 

¢ƻ ŎǊŜŀǘŜ ŀ ǘǊƛǇ ǊŜǉǳŜǎǘ ƛƴ aȅ¢ǊŀǾŜƭΣ ȅƻǳΩƭƭ ƴŜŜŘ ǘƻ ǾƛǎƛǘΥ 

1. ¢ƘŜ aȅ¢ǊŀǾŜƭ ƘƻƳŜ ǎŎǊŜŜƴΣ ǿƘŜǊŜ ȅƻǳΩƭƭ ŎǊŜŀǘŜ ȅƻǳǊ ƛǘƛƴŜǊŀǊȅ ŀƴŘ ƛŘŜƴǘƛŦȅ ǘƘŜ ǊŜǎŜǊǾŀǘions you 

need. 

2. The Travel ƳƻŘǳƭŜΣ ǿƘŜǊŜ ȅƻǳΩƭƭ ŀŎǘǳŀƭƭȅ ƳŀƪŜ ǘƘƻǎŜ ǊŜǎŜǊǾŀǘƛƻƴǎΦ 

3. The Requests module to finalize your plans. 

¢ƘŜǊŜΩǎ ƴƻ ƴŜŜŘ ǘƻ ǿƻǊǊȅ ŀōƻǳǘ ǘƘŀǘ ǘƘƻǳƎƘΦ !ǎ ƭƻƴƎ ŀǎ ȅƻǳ ǎǘŀǊǘ ǘƘŜ ǇǊƻŎŜǎǎ ŀǎ ŘŜǎŎǊƛōŜŘ ōŜƭƻǿΣ aȅ¢ǊŀǾŜƭ 

walks you through and opens the right module at the right time. 

Note: If you are working as a ¢ǊŀǾŜƭŜǊΩǎ tǊƻȄȅ ƻǊ Delegate, see the MyTravel Supplement on Proxies & 

Delegates for additƛƻƴŀƭ ƛƴŦƻǊƳŀǘƛƻƴ ȅƻǳΩƭƭ ƴŜŜŘ ǘƻ ƎŜǘ ǎǘŀǊǘŜŘΦ 

  

https://travel.dod.mil/Programs/DoD-Travel-Systems/MyTravel/travelbot
https://www.defensetravel.dod.mil/Docs/ConcurSupplement2.pdf
https://dodtravel.concursolutions.com/
https://media.defense.gov/2022/May/12/2002995772/-1/-1/0/MYTRAVELSUPPLEMENT3.PDF
https://media.defense.gov/2022/May/12/2002995772/-1/-1/0/MYTRAVELSUPPLEMENT3.PDF
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A. MyTravel Home Screen 

If MyTravel supports your trip, the MyTravel Home Screen opens. Start by creating your itinerary and 

identifying the reservations you will make in the system. Do not enter information for any reservations 

you need the Travel Management Company (TMC) to make or those you will book directly with the 

ǾŜƴŘƻǊΦ ¸ƻǳΩƭƭ ŀŘŘ ŜȄǇŜƴǎŜ ƛǘŜƳǎ ŦƻǊ ǘƘŜƳ ƭŀǘŜǊ όǎŜŜ ¢ŀōƭŜ уύ.  

1. Identify Itinerary and Required Reservations 

In the left column of the home screen are the Trip Search options (Figure 4), where you enter your 

itinerary and reservation information. Most are self-explanatory, but see the Notes below Figure 4. 

Important Note: If you need to make any reservations, always start with Trip Search. Do not begin 

by selecting Start a Request at the top of the screen! 

 

Figure 4: MyTravel Home Screen (Trip Search Options) 

1 

2 

3 

4 

5 
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Notes (list numbers 1-6 equate to indicator numbers on Figure 4): 

1. Select Type of Travel lets you select the broad travel rules under which you are traveling. 

Leave this set to the default option ς My TDY location is not an Army military installation. 

Other visible options are in development. More are projected for future development and 

will be added to this list as they move into development. 

2. If you are an appointed tester for TDY travel to multiple TDY locations in MyTravel (which 

the TravelBot does not currently support), select Multi City instead of the default Round 

Trip. You can then enter as many departure and arrival airports as you need by selecting an 

Add Segment link near the Search button.  

3. Pick up/Drop off car at airport defaults to unchecked. Find a Hotel defaults to checked. 

¸ƻǳ Ŏŀƴ ŎƘŀƴƎŜ ǘƘŜǎŜ ǎŜƭŜŎǘƛƻƴǎ ƛŦ ȅƻǳ ƴŜŜŘ ǘƻ ǊŜǎŜǊǾŜ ŀ ǊŜƴǘŀƭ ŎŀǊ ƻǊ ŘƻƴΩǘ ƴŜŜŘ ǘƻ ǊŜǎŜǊǾŜ 

lodging. 

4. Enter your TDY location by name, address, etc. in the Reference Point field.  

5. Check the box and enter a text string in the Only show results showing field to limit your 

hotel results, say to a specific hotel brand or unique hotel name. 

Also, if you need to make any reservations outside MyTravel ς either with the TMC or with the 

vendor ς do not include them on the Trip Search ǘƻƻƭΦ LƴǎǘŜŀŘΣ ȅƻǳΩƭƭ Ƴŀƴǳŀƭƭȅ ŜƴǘŜǊ ŜȄǇŜƴǎŜ ƛǘŜƳǎ 

for them later (see Table 8). 
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B. Travel Module 

When you hit Search, MyTravel moves you into the Travel module, where you make your travel 

reservations. 

1. Select Flight or Train Reservations 

If your itinerary indicates that you need to make flight or train reservations, a selection screen 

opens. Available options display in a matrix at the top of the screen and in a list beneath that. 

Note: If the distance is short enough and the From and To locations are both served by Amtrak, train 

availability displays along with available flights. For brevity, the rest of this section only addresses 

flights, but please be aware that train results are also possible and are fully supported. 

¶ On the matrix, you can select a column header to limit the search results to flights on a specific 

airline, a row header to find flights of a particular fare type (e.g., Government fares), or a cell to 

limit your result by both airline and fare type. 

¶ On the search results list (Figure 5), select a button reflecting a fare cost (Figure 5, indicator #1) 

to make your selection. 

You can find some of the more important selectable options for booking and confirming air travel in 

Table 2. 

 

Figure 5: Select Flights & Fares 

  

2 3 4 1 
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Notes: 

1. The following icons mark your reservation options, not just flight reservations, but rental 

car, and hotel reservations as well: 

¶   Option is fully within policy; no justification required. 

¶    Option is fully within policy, and more information is available. 

¶   Option is within policy, but requires justification. 

¶   You may not select this option (e.g., not within policy, sold out).  

2. Flights with only a single listed fare display a button showing the fare cost. Flights with 

multiple fares show a button labeled Show Fares, as seen in Figure 5. Select it to see all 

available fares. Pay attention to policy compliance icons (Figure 5, indicator #2), flight 

classes (Figure 5, indicator #3), and refund information (Figure 5, indicator #4). They all 

provide important information.  

3. If you select a fare that requires justification, the Travel Rule Triggered screen (Figure 6) 

opens. It gives you 1 or 2 fields to enter the reasons and justifications for your selection, 

and then identifies both your selection and up to 5 options (if applicable) that better 

adhere to DoD travel policy. 

 

Figure 6: Travel Rule Triggered Screen 
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After selecting your flights, and justifying them if necessary, MyTravel presents a screen that lets 

you review the details of your chosen flight, accept or change it, select your seats, and more before 

you confirm the flight to move forward. 

Table 2: Key Selectable Flight Options 

Select Χ To Χ 

Key: *=Visible on screenshot (Figure 5) 

[SR]=Search Results Screen, [R]= Review Screen, [SS]=Seat Selection Screen 

[SR] Total Estimated Cost Reservations made thus far 

[SR] Trip Summary Total trip cost thus far 

[SR] Change Search Search for flights again after altering one or more details 

[SR] Various filter options Limit or reorder your search results 

[SR] Shop by Fares, Shop by Schedule, 
Flight Number Search 

Limit or reorder your search results 

[SR] Matrix column, row, or cell Limit search results to a vendor, fare type, or both 

[SR] *Rules See the flight booking rules that apply to this flight (e.g., 
advance reservations, cancellations)  

[SR] Benefits / Services {ŜŜ ǿƘŀǘΩǎ ƛƴŎƭǳŘŜŘ ƛƴ ǘƘŜ ǘƛŎƪŜǘ ǇǊƛŎŜ 

[SR] *A single fare (e.g., $658.34) Reserve a flight at that fare, open [R] 

[SR] View seats Go to [SS] (view only) 

[R] Select a seat Go to [SS] (selectable) 

[SS] Available flights, individual seats, 
Select Seat 

Select a flight and seat 
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2. Select Rental Car Reservations 

If your itinerary indicates that you need to make rental car reservations, the rental car search results 

screen opens. It displays all available rental cars in a matrix at the top of the screen and in a search 

results list at the bottom. 

¶ On the matrix, you can select a row header, column header, or a cell to limit the search options 

list to cars from a specific vendor, in a specific category (e.g., compact), or both. 

¶ On the search results list (Figure 6), select a button reflecting a rental car cost next to an item on 

the list to make your selection. Table 3 contains a list of the most important rental car booking 

and confirmation options. 

 

Figure 7: Select Rental Car 

Note: Notes under each available car (Figure 7, indicator #1) identify whether the vendor is a DoD 

preferred vendor, is e-receipt enabled, etc. The icons indicate whether a car does (Figure 7, indicator 

#2) or does not (Figure 7, indicator #3) require a justification. Selecting a vehicle that requires a 

justification opens a screen similar to the flight justification screen (Figure 6). 

After selecting your rental car, and justifying it if necessary, MyTravel offers you a screen that lets 

you review the details of your chosen vehicle, accept or change it, and more before you confirm the 

rental to move forward. 

  

3 

2 

1 
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Table 3: Key Selectable Rental Car Options 

Select Χ To Χ 

Key: *=Visible on screenshot (Figure 7) 

[S]=Search Results Screen, [R]=Review Screen 

[SR] Trip Summary  Reservations made thus far 

[SR] Total Estimated Cost Total trip cost thus far 

[SR] Change Car Search  Search for cars again after altering one or more details 
(e.g., exclude leave days or search for off-airport vendor) 

[SR] Various filter options Limit or reorder your search results 

[SR] A single matrix column, row, or cell Limit search results to a fare type, vendor, or both 

[SR] [R] *Location details See vendor contact information, operating hours, etc. 

[SR] *A single rental cost (e.g., $283.92) Reserve a vehicle at that rate, open [R] 
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3. Select Lodging Reservations 

If your itinerary indicates that you need to make lodging reservations, the Hotel Per Diem Locations 

screen (Figure 8) opens. It asks you to confirm your per diem rate. If the correct rate does not 

display, use the drop-down menu (Figure 8, indicator #1) to change the Location before continuing. 

 

Figure 8: Hotel Per Diem Locations Screen 

After you confirm your per diem rate, the lodging search results screen (Figure 9) opens. That screen 

displays available hotels on a map at the top of the screen and in a list at the bottom. Select the 

Show Rooms button next to any hotel to see the available room rates at that hotel. Select a button 

reflecting a room rate (Figure 9, indicator #1) to make your selection. Table 4 contains a list of the 

most important lodging booking and confirmation options. 

 

Figure 9: Select Hotel & Room Rate 

1 

2 

1 

3 
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Notes: 

1. Red icons (Figure 9, indicator #2) show options that are unavailable, either because the 

hotel is sold out or the room selection policy is contrary to DoD policy in some way, such as 

requiring pre-payment. 

2. If you select a room rate that requires a justification, MyTravel opens a screen similar to the 

flight justification screen (Figure 6). 

3. Pay attention to the notes under the photograph of the hotel (Figure 9, indicator #3). They 

let you know whether the hotel is a DoD Preferred hotel (these exist in Integrated Lodging 

Program (ILP) locations), is a FedRooms participant, is FEMA approved, provides e-receipts, 

and more.  

After selecting a rate and justifying it if necessary, MyTravel displays a screen that lets you review 

the hotel details, accept or change the hotel, accept the cancellation policy, and more before you 

confirm the booking and to forward. 

Table 4: Key Selectable Lodging Options 

Select Χ To Χ 

Key: *=Visible on screenshot (Figure 9) 

[SR]=Search Results Screen, [RR]= Room Rates Expanded, [R]= Review Screen 

[SR] Trip Summary  Reservations made thus far 

[SR] Total Estimated Cost Total trip cost thus far 

[SR] Change Search  Search for lodging again after altering one or more details (e.g., 
exclude leave days) 

[SR] Various filter options Limit or reorder your search results 

[SR] Various map display options Change the view type (street, satellite, etc.), zoom in, zoom out, 
or re-center the map 

[SR] Map it Highlight a single property on the map 

[SR] *Hotel Details See hotel contact info, policies, amenities, etc. 

[SR] Get Rates See room rates not provided by initial search (number of rates 
provided is limited to speed processing time) 

[SR] View Rooms/* Hide Rooms Open and close [RR] 

[RR] *Rules and cancellation policy See hotel rules and cancellation policies 

[RR] *A single room rate (e.g., $183) Reserve a room at that rate, open [R] 

[R] L ŀƎǊŜŜ ǘƻ Χ wŜƎƛǎǘŜǊ ǘƘŀǘ ȅƻǳ ƘŀǾŜ ǊŜŀŘ ŀƴŘ ǳƴŘŜǊǎǘŀƴŘ ǘƘŜ ƘƻǘŜƭΩǎ ǊŀǘŜ 
rules, restrictions, and cancellation policy 
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4. Finalize Reservations 

!ŦǘŜǊ ȅƻǳΩǾŜ ƳŀŘŜ ŀƴŘ ŀŎŎŜǇǘŜŘ ŀƭƭ ǘƘŜ ǊŜǎŜǊǾŀǘƛƻƴǎ ƛƴŘƛŎŀǘŜŘ ōȅ ȅƻǳǊ ƛǘƛƴŜǊŀǊȅΣ ǊŜǾƛŜǿ ǘƘŜƳ ƻƴ ǘƘŜ 

Travel Details screen. You can also change your itinerary and reservation details from that screen by 

using the many Edit, Add, Change, and Cancel links on it. 

Note: At the top of the Travel Details screen is the Trip Overview section (Figure 10). If you need to 

enter new or adjust your current rental car or lodging reservations (say, to add one you forgot or to 

exclude any full days of leave), use the Car (Figure 10, indicator #1) and Hotel (Figure 10, indicator 

#2) links in that section. Remember to only make reservations for your official (i.e., non-leave) days.  

 

Figure 10: Travel Details Screen (Trip Overview Section) 

When you select Next>> to proceed, the Trip Booking Information screen (Figure 11) opens. Among 

other options, it lets you edit the automatically generated Trip Name (Figure 11, indicator #1), enter 

a Trip Description (Figure 11, indicator #2) of your choosing, and select early ticketing (Figure 11, 

indicator #3), if needed. These are all optional steps, unless directed by your Component or local 

policy. 

 

Figure 11: Trip Booking Information Screen 
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1 2 

3 



MyTravel Quick Start Guide for Travelers  Date TBD 

Defense Travel Management Office  18 

 

Select Next>> to proceed the Trip Confirmation screen (Figure 12), where you can review and 

finalize your reservations. 

 

Figure 12: Trip Confirmation Screen (Top) 

Four navigation buttons display at the bottom of the Trip Confirmation screen. Two (Previous 

screen and Cancel Trip) are self-explanatory. The other two are: 

1. Display Trip: Shows all your reservations and provides options to make changes if 

necessary. 

2. Confirm Booking>>: Creates the actual trip request and moves you into the MyTravel 

Requests module. 

Note: If you fail to confirm your flights within 24 hours of making your last reservation, MyTravel 

cancels your air reservations. This adheres to a standard travel industry practice to ensure that you 

ŘƻƴΩǘ ƘƻƭŘ ǊŜǎŜǊǾŀǘƛƻƴǎ ŦƻǊ ƭƻƴƎ ǇŜǊƛƻŘǎ ǿƛǘƘƻǳǘ ǇǳǊŎƘŀǎƛƴƎ ǘƘŜƳΦ LŦ MyTravel cancels your air 

reservations for this reason, your request becomes permanently unusable, meaning that if you will 

take this trip, you must re-create the request from scratch. 

On the ƻǘƘŜǊ ƘŀƴŘΣ ƛŦ ȅƻǳ ŎƻƴŦƛǊƳ ȅƻǳǊ ŦƭƛƎƘǘǎ ƻƴ ǘƛƳŜΣ ōǳǘ ŘƻƴΩǘ ǎǳōƳƛǘ ǘƘŜ ǘǊƛǇ ǊŜǉǳŜǎǘΣ ŀƭƭ ȅƻǳr 

reservations will remain intact, but MyTravel will send you emails (one after 24 hours and one every 

3 days after that) to remind you that you have an unsubmitted request. 
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C. Requests Module 

The first time you arrive in the Requests module, you land on the Edit Request Header screen (Figure 

13). When you open a trip request at any other time, it opens on the Expected Expenses screen (Figure 

14). 

1. Edit Request Header Screen 

The Edit Request Header screen displays administrative information about the trip and you, the 

Traveler. 

 

Figure 13: Edit Request Header Screen 

Check the entire screen for accuracy. Four items of particular interest are (list numbers equate to 

indicator numbers on Figure 13): 

1. Limited document information: The top of the screen displays the trip name and Request 

ID number. The latter is useful if you have to seek assistance with your document from a 

Travel Manager or the MyTravel help desk.  

2. Request Policy: This field identifies the specific rules that affect this TDY. In most cases, you 

should leave this set to the default setting ς DOD Travel-to-Request w Offline PNR Update. 

There is currently only one viable alternative: 

¶ DOD Government Funded Leave: Select this if your travel is related to Emergency Leave, 

Rest and Recuperation (R&R), or Special Rest and Recovery (SR&R). 

Note: hƴŎŜ ǎŀǾŜŘΣ ȅƻǳ ŎŀƴΩǘ ŎƘŀƴƎŜ ǘƘŜ Request Policy. Since the option you select determines 

which expense types are available for selection, always choose carefully. If you select the wrong 

one, you must recreate the trip request. See section III.C.3, below for expense types. 

3. TDY Location ς City: This may default this to your arrival airport. Unless you are actually 

TDY to the airport, correct it to ensure your travel order reflects the proper TDY Location. 
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4. Trip Purpose: When initially created, a trip request is always missing this information. You 

must select one from the drop-down menu. 

5. This trip has a Foreign OCONUS segment: Check this box if it applies to this trip. 

6. When all the information on this screen is accurate, select Save. The Expected Expenses 

screen (Figure 14) opens. 
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2. Expected Expenses Screen 

The Expected Expenses screen (Figure 14) displays the expenses you anticipate incurring on the 

upcoming trip. It also serves as the home screen for your trip request. You access all other screens 

from it, and return to it when you have finished on that screen. 

 

Figure 14: Expected Expenses Screen 

The Expected Expenses screen displays (list numbers equate to indicator numbers on Figure 14): 

1. Expanded document information: This information appears at the top of many screens in 

the Requests module. It includes the trip name, total cost, current status, Request ID, and 

approval deadline.  

Note: The approval deadline is set by your departure date or by the booking rules of your flight. 

If the Approver fails to approve your request by this time, you will lose your flight reservations 

and cannot continue processing this document. If you are ƎƻƛƴƎ ǘƻ ǘŀƪŜ ǘƘƛǎ ǘǊƛǇΣ ȅƻǳΩƭƭ ƘŀǾŜ ǘƻ 

re-create the request from scratch. 

2. Buttons: Table 5 explains the buttons and their effects. Note that not all options are 

available at all times. 

Table 5: Buttons at the Top of Most Requests Module Screens 

Select Χ To Χ  

Recall (may appear under 
More Actions) 

Take back control of the document to make changes to it. Displays 
after submission until expense report creation. 

Cancel Request (may appear 
under More Actions) 

Cancel all reservations. Prevents further use of this document. If you 
will take this trip, you must create a new trip request. Always displays. 

Close Request (always 
appears under More Actions) 

Remove the document from your active queue. Only do this at the 
request of a Travel Manager or help desk. Displays after approval. 

Submit Request {ŜƴŘ ǘƘŜ ŘƻŎǳƳŜƴǘ ŦƻǊ ŀǇǇǊƻǾŀƭΦ 5ƻƴΩǘ use until your trip request is 
fully complete and accurate. Displays before submission. 

Create Expense Report Create the expense report. See Section IV (below). Displays after 
approval. 

1 2 
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3. Links: 

¶ Request Details provides a drop-down menu of links that display other Requests 

module screens and summary information. Table 6 lists the drop-down menu links and 

provides the section of this guide that gives further information about each one. 

Table 6: Links Available under Request Details 

Find explanation for link Χ In Section Χ  

Edit Request Header III.C.1 

Request Timeline III.C.5 

Audit Trail III.C.6 

Allocation Summary III.C.7 

Travel Itinerary details III.C.8 

View request III.C.9 

 

¶ Print/Share lets you print key document details, save it as a PDF, or email it as needed. 

¶ Attachments lets you work with attachments ς add, view, remove, etc.  

o The first time you select the link, you can only Attach Documents. When you 

attach a document, the system converts it to a PDF and places a document icon 

next to the Attachments link. 

o If ȅƻǳΩǾŜ ŀǘǘŀŎƘŜd at least one document, the link offers three options: 

Á View Documents: Opens a PDF viewer that lets you see the attached PDF. 

Á Attach Documents: Adds a new document into the existing attached PDF. 

Á Delete Documents: Removes the attached PDF from the system, along with all 

documents that were in it. There is no option to remove individual documents 

from the attached PDF. 

¶ Manage Travel Allowance lets you add and manage your per diem allowances. For 

almost every TDY trip, you must add a travel allowance. 

o The first time you select the link, you only see an Add Travel Allowance option. 

Select it to display the Travel Allowance Itinerary screen (Figure 15). Use the tools 

on that screen to adjust your itinerary as needed to reflect the correct per diem 

dates and locations. Select Next (Figure 15, indicator #1) to move to the Travel 

Allowance Adjustments screen (Figure 16). 
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Figure 15: The Travel Allowance Itinerary Screen 

 

Figure 16: The Travel Allowance Adjustments Screen 

o Use the tools on the Travel Allowance Adjustments screen (Figure 16) to: 

Á Exclude Day (Figure 16, indicator #1): Zero out all per diem for a day (for 

example, if you took leave on the day).  

Á Meal Types (Figure 16, indicator #2): Identify the number of meals (1-2 or 3) 

that were either provided or available on that day. 

Á Reduced OCONUS Incidentals (Figure 16, indicator #3): Checking this will give 

you to the reduced OCONUS incidental rate ($3.50) for that day rather than 

the full locality incidental allowance rate. 

Note: The above options affect the total in the Reimbursement Amount column 

(Figure 16, indicator #5). Never select them on your first or last travel day. 

Á Save (Figure 16, indicator #4): This saves your changes and creates your full 

travel allowance as a single expense item ς though you can expand this single 

item to see the separate allowance limits for meals, incidentals, and lodging. 
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o If ȅƻǳΩǾŜ already added your travel allowances, selecting the Manage Travel 

Allowance link shows two options: Edit Travel Allowance and Edit Adjustments, 

which let you change the information you entered on the Travel Allowance 

Itinerary screen and Travel Allowance Adjustments screens respectively. 

o When you submit the document to the Approver, those options change to View 

Travel Allowance and View Adjustments. Recall the document to be able to edit 

your travel allowances again. 

4. Action buttons: Table 7 provides additional information about the buttons. 

Table 7: Buttons on the Expenses Screen 

Select Χ To Χ  

Add Add an expense. See Section III.C.3. 

Edit*  Edit the details of an expense. See Notes below table. 

Delete*  Self-explanatory. 

Allocate*  Allocate an expense. See Section III.C.4. 

*Initially inactive. Select an expense to activate it. 

Notes: An alternative to using the Edit button is to select the expense line to open the Edit 

Expense screen. If you open a reservation expense, the top of the Edit Expense screen displays a 

Booking Reference number (Figure 17). The TMC refers to this number as a Passenger Name 

Record (PNR). It is useful to know it if you havŜ ǘƻ ǎŜŜƪ ǘƘŜ ¢a/Ωǎ ŀǎǎƛǎǘŀƴŎŜ ǿƛǘƘ ǊŜǎŜǊǾŀǘƛƻƴǎ. 

 

Figure 17: Edit Expense Screen (Top) 

5. A list of expense estimates attached to the trip request and the key details of each, such as 

the expense type and estimated cost. 
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3. New Expense Screen 

Selecting Add on the Expected Expenses screen opens a pop-up menu that lets you select the 

expense type you want to add. After you choose an expense type, the New Expense screen (Figure 

18) displays. 

 

Figure 18: New Expense Screen 

This screen provides fields to enter key information about the expense, such as the anticipated 

transaction date and amount. The specific fields that display and which ones are mandatory vary by 

expense type. If you anticipate paying for the expense in the local currency instead of paying in 

dollars or using your GTCC, you can change the Currency field to reflect that fact. Table 8 shows all 

available expense types available on a trip request. 

Notes: 

1. ¸ƻǳΩƭƭ ƴŜǾŜǊ ǎŜŜ ŀƭƭ ǘƘŜ ŜȄǇŜƴǎŜ ǘȅǇŜǎ ǎƘƻǿƴ ƻƴ ¢ŀōƭŜ у ƻn the same request. It is a 

comprehensive list of all expense types available for every Request Policy (see Figure 13). 

Columns to the right of Notes show which expense types are available for each selectable 

Request PolicyΦ ά¢5¸έ ƛǎ ŦƻǊ ŀ ǘȅǇƛŎŀƭ ¢5¸ ǘǊƛǇΦ άDC[έ ƛǎ ŦƻǊ ŀ DƻǾŜǊƴƳŜƴǘ-funded leave trip. 

2. The numbers in the Expense Type column are for on-screen organization only. They do not 

impact your expenses or eventual reimbursement. 

Table 8: Selectable Expenses on Trip Request 

The TravelBot does not yet support the use of items in red. Do not use them unless specifically authorized to do so. 

Expense Type Expense Notes TDY GFL 

01. Booked w/ 
Vendor or Post 
Travel Request 

Airfare ς Booked w/o 
MyTravel 

Estimated cost of 
reservations booked directly 
with the vendor (e.g., airline, 
hotel) or as a change made 
after trip request approval 

Yes Yes 

Hotel/Lodging ς Booked w/o 
MyTravel 

Yes No 

Rental Car ς Booked w/o 
MyTravel 

Yes No 

Train Fare ς Booked w/o 
MyTravel 

Yes Yes 

Airfare Yes Yes 
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Expense Type Expense Notes TDY GFL 

02. Booked 
within MyTravel 

Hotel/Lodging  Estimated cost of 
reservations booked by 
contacting the TMC outside 
of MyTravel  

Yes Yes 

Rental Car Yes Yes 

Train Fare Yes Yes 

03. 
Transportation 

Airline Fees Must select type of fee (e.g., 
excess baggage) 

Yes Yes 

Commercial Bus Fare  Yes Yes 

Constructed Mileage 
Expense 

 Yes No 

Government Vehicle Fuel  Yes No 

POV Mileage Must select mileage rate 
(e.g., POV used when GOV 
available) 

Yes Yes 

Private Plane ς Fees  Yes No 

Public Transportation Must select transportation 
type (e.g., ferry) 

Yes No 

Public Transportation 
(between interim GFL 
airports only) 

 No Yes 

Rental Car Fuel  Yes No 

TDY Parking  Yes No 

Taxi/Car Service Must select location (e.g., at 
TDY location) 

Yes No 

Terminal Parking  Yes No 

Tolls  Yes No 

04. FEML ONLY - 
Transportation 

POV to/from terminal using 
Other Mileage rate 

Although these appear for 
any type of GFL travel, you 
may only use them during 
FEML travel 

No Yes 

Public transportation 
to/from terminal 

No Yes 

Taxi/Car Service to/from 
terminal 

No Yes 

04. Lodging Dual Lodging Cost of 2nd lodging room on 
one night (e.g., TDY within 
TDY) 

Yes No 

Hotel Taxes Not for use with OCONUS 
lodging 

Yes No 
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Expense Type Expense Notes TDY GFL 

Internet/Wi-Fi Fees (for 
Official Use) 

 Yes No 

Lodging Allowance 
Adjustment ς Personal 
Preference 

See Note below. Yes No 

Lodging Resort Fees  Yes No 

06. Other Conference Registration Fee  Yes No 

07. Military 
Working Dog 

Hotel Fees for Mil Work Dog  Yes No 

Kennel Handling Fee Mil 
Work Dog 

 Yes No 

08. International 
Related Expenses 

Foreign Country Entry/Exit 
Fees/Taxes 

 Yes No 

Foreign Currency 
Conversion Fees 

 Yes No 

Immunizations/Inoculations  Yes No 

International Drivers Permit 
Fees 

 Yes No 

International Guide 
Services/Driver 

 Yes No 

International Transaction 
Fees 

 Yes No 

Passport/Visa Fees  Yes No 

Note: Use of the Lodging Allowance Adjustment ς Personal Preference expense item: 

¶ If you are TDY to an ILP location and chose to use a non-ILP property, you must enter a negative 

cost equal to the amount that your lodging exceeds the ILP limit. 

o Example: You are TDY for 3 nights to a location where the ILP limit is $100/night ($300 

total). You chose a hotel that charges $120/night ($360 total), so you must enter a -$60.00 

Lodging Allowance Adjustment to account for the total amount you exceeded the limit. 

o Exceptions: 

Á If you selected a non-ILP commercial lodging property that is under the ILP limit, you 

ŘƻƴΩǘ ƘŀǾŜ ǘƻ ǳǎŜ ǘƘŜ ǎŜƭŦ-limitation process. 

Á If you use a DoD lodging type, the JTR allows you full reimbursement for your lodging. 

Note: The only DoD lodging options that are currently available through MyTravel are 

Privatized Army Lodging (PAL) properties. 
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4. Allocate Screen 

You use the Allocate screen (Figure 19) to add one or more lines of accounting (LOAs) to a trip 

request. An LOA indicates the source of the funds that will pay for the trip. If you add more than one 

LOA, the screen also lets you allocate the trip costs ς by dollar amount or percentage ς to the 

selected LOAs. 

To get to the Allocate screen, select any expense on the Expected Expenses screen (Figure 20) then 

select Allocate on the row of buttons (Figure 20, indicator #4). 

 

Figure 19: Allocate Screen 

The Allocate screen lets you (list numbers equate to indicator numbers on Figure 20): 

1. Add, Edit, or Remove an LOA. All involve secondary actions such as identifying the LOA you 

want to add (Figure 20), updating any incorrect information, or acknowledging a removal. 

2. Allocate expense costs between LOAs by Percent or Amount if you added multiple LOAs to 

your trip request.  

3. Select Save as Favorite to create a short list of LOAs or LOA combinations that you use 

frequently. On subsequent trips, you can use the Favorite Allocations tab (Figure 20, 

indicator #1) to quickly find your favorite LOAs and LOA combinations. 
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Figure 20: Add Allocation Screen 

4. Select Save on the Allocate screen to close the screen and return to the Expected Expenses 

screen. 

Note: If you want to allocate expenses to LOAs by expense type, rather than by dollar amount or 

percentage, from the Expected Expenses screen (Figure 14), check the box to the left of each 

expense that goes on a single LOA, then select Allocate and assign the appropriate LOA following 

the instructions above. Repeat for every LOA that you need to use until all expenses are allocated. 
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5. Request Timeline Screen 

The Request Timeline screen (Figure 21ύ ǘǊŀŎƪǎ ǘƘŜ ŘƻŎǳƳŜƴǘΩǎ ŀǇǇǊƻǾŀƭ ǇǊƻƎǊŜǎǎΦ 

To get to the Request Timeline screen, select the Request Details link at the top of the Expected 

Expenses screen (Figure 14, indicator #3), then the Request Timeline link from the drop-down 

menu. 

On the left, the screen shows the key steps in the approval process and the person or system 

responsible for each step. Green checkmarks identify completed steps. On the right is a list of all 

completed actions, the name of the person or system that accomplished them, and when. 

Although an Edit link appears on the screen, DoD has disabled it. 

 

Figure 21: Request Timeline Screen 

Select Close to return to the Expected Expenses screen. 

  










































